EMPLOYEE TRANSACT-JN HISTORY CARD 


O'* ional Data Form 
D iditions of Appointment 
□Policies (Code of Conduct, Sexual 
Harassment, 

Email, Internet, Drug Free Workplace) 

□ HIPPA Training 

□ FLSA 

□ 1-9 

□ Application 

□ Conditions of Employment 
(CW/SW/CSA/HCW) 

□ Other 

□ Benefits/Pay roil Information 

□ Background Investigations Packet 


































EMPLOYEE TRANSACT 




HISTORY CARD 


EMPLOYEE NAME 

VIGIL, JANAY C 

SS# / EMPLID# 

/ 339529 


G r '^ .1 Data Form 

L ns of Appointment 

J3Policies (Code of Conduct, Sexual Harassment, 
Email, Internet, Drug Free Workplace) 

□Code of Conduct/Govemor’s 

□ HIPPA Training 
Q>LSA 

‘S-Resume 

.^Conditions of Employment (CW/SW/CSA/HCW) 

□ Othe r _ 

p-Transcnpt(s) 

^P-Background Investigations Packet 


EFFECTIVE 

DATE 

ACTION 

SALARY 

PERM # 

CURRENT 

CLASSIFICATION 

STATUS 

9-9-13 

In-Grade 

HIRE 

$14.17 

8470 

CPS Permanency Planning 
Case Worker 

Probationary 

Notes: REHIRE 


Notes: 


title £) t 'S'lOu^u 

tidiL * \Xi4ViorCL- 


7 


Notes: 


Opcp, ,7 Ct ^upt- 


jpCU> r u LtWUdf. 

mYiCJih Uop tifcL . 

filutuGL Ckuicc RCJuioiuHd^), 


■iU^-n'ckr 


Notes: 


tirvl b£-tir FpjS/ fh_ A>/j Cl'TVrp ‘ih/zti 




L2JMS _ _ _ 


_ 2 "Pa_ u JZO/, cl PPj l U ik C . _ 


0 - 13 - 3013 


Notes: 


(ko^r '3 O ccvc! h.-l 

■Do 15 Mv j 0 T vv.v^/t- Oi 

































■ Section 1 - Employee/Position Information 


—• 


of Action Requested for.Employee or Rositidn 


73221 


PERSONNEL ACTION REQuO 
HUMAN RESOURCES 


Date Rec d HR 


For Agency Use Only: SMART 

PAR # (s): _ 

Analyst: Gloria _ 

Revised 8/18/17 


Effective Date of Action: 


08/12/2017 


Employee Name 


Work Schedule 


Current Job 
Class Code 


New 

Working Title 


New 

Qrg Level 


Employee 

Hire at Minimum 

_ In-Grade Hire 

Promotion 
Class Reduction 

_ Transfer: From_To:_ 

Resignation 
_ Retirement 

Other (Please specify in “Remarks ") 


Position 

Advertise Position/Request Employment List 

_ Create Position 

Delete Position 
Transfer Position 
Location Change 
Department Number Change 
Reclassify Position (Include PARF) 

_X Other (Please specify in "Remarks 


Remarks: 3% In - Pay Band Adjustment 


Section 3 ^Requestor and,Auth orization 


Supervisor Name & Signature 


Telephone Number Title 


Middle Manager Review Name 8c Signature 


Telephone Number Title Date 

Telephone Number Title Date 

505-827-8452 HR Coordinator 


Division Review 8c Signature 
Irish Ortiz _ 


Human Resources Representative Review & Signature 
Annette Larkin, WRManaaer 


Approval to proceed withre 
NO YES A 


* llldl 


Remarks: 


Reason 


Action 


Non-Exempt Bargaining Unit Eligible? 

Retiree Re-Employment? 


*67 &l(l 


CPS Inv Case Worker J 
Current. 

Department Number 


G10243 ✓ I CPS Inv Case Worker / 


$18.152291 


Current 
Position Status 


Current 
Sort Code 


New 

Department Number 


1 New 
< Position# 


$18.696860 •/ 

New New New 

Location Position Status Sort Code 


Current 


Current 
Working Title 


1 Current Pay 
, Band/Grade 


5040010000 


Current 


Action 
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Quintana, Gloria, CYFD 


From: 

Sent: 

To: 

Cc: 

Subject: 


Samuel. Maggie E. SPO 
Friday, August 11, 2017 3:13 PM 

Fitting, Lisa M, CYFD, Quintana, Angelina, CYFD; Larkin, Annette, CYFD 
Thames, Nivia, SPO; Vigil, Desirae, SPO, Perez, Bernadette T, SPO 
690_CYFD JJS In Band Pay Approvals 


Importance: 


High 


Hello, 

The intent of this email is to inform you of the approval for the following JJS In-Band Pay Approvals: 


In Pay Band 

Name 

Various 

Position # 

Various 

Classification 

Various 

Pay Band 

Various 

Current Compa Ratio 

Various 

Current Hourly Salary 

Various 

% Increase 

Various 

Proposed Compa Ratio 

Various 

Proposed Hourly Salary 

Various 

Effective Date 

Per State Personnel 

General Memorandum 
2011-002 (REVISED), 
General Memorandum 
dated August 19, 2014 

DFA Approval Date 

July 24, 2017 

SPO APPROVAL Date 

August 11,2017 

Governor's Office Approval 

Date 

August 11, 2017 


Please feel free to contact me if you have any questions or require any additional information. 
Thank you, 

Maggie E. Samuel 

SPO HR Consultant 

Agency HR Services 

New Mexico State Personnel 

2600 Cerrillos Rd 

Santa Fe. NM 87505 

505-476-7718 Fax 505-476-7764 

MaeeieE.SamuelOstate.nm.us 


l 





























Date RecTJi5^7^\ 


i>u 2D' f 


Effective Date of Action: 


Section 1 - Employee/Position Information 
IMB 


Jenay Vigil-Martinez 

Current 

Classification 

Current Job 
Class Code 

■ CPS Invest. Case Worker 

G10243 


5040010000 


Working Title 


CPS Invest. Case Worker 


73221 


Work Schedule 


Current Pay Current 
Band / Grade Pay Rate 


65 18.15JL 


Current 
Position Status 


ESPANOLA PERM 


Current 
Compa Ratio 


0.867 


Current 
Sort Code 


5105 


New 

Classification 


New Job 
Class Code 


New 

Working Title 


New Pay Band New 
/ Grade Pay Rate 


New 

Compa Ratio 


New 

Position # 


New 

Ore Level 


New 

Location 


New 

Position Status 


New 

Department Number 


Sec tion 2 - Type of Action Requested for Em plo yee or Position 


New 

Sort Code 



Employee 

_ Hire at Minimum 

_ In-Grade Hire 

_ Promotion 

_ Class Reduction 

_ Transfer: From_To:_ 

_ Resignation 

_ Retirement 

_X_ Other (Please specify in “Remarks ") 
Remarks: Annual EE for FY 


Section 3 - Requestor and Authori zatio n 


Supervisor Name & Signature 
Francisca Garcia-Quintana 


Division Review & 
Irish Ortiz 


Human Reso 


wm 

Employee Support Services Use Only 


FLSA Status:_ Exempt _Non-Exempt 

Benefits Elig? Yes No 


Position 

Advertise Position/Request EtpplbyinenfcLish I 
Create Position jPpfeM l 

I J1M AN i * m 1 

Reclassify Position (Include PARFf —-- 

Other (Please specify in “Remarks ”) 




Telephone Number 
(505) 753-7191 

Title 

Investigations Supervisor 

Date 

1/18/17 

Telephone Number 
(505) 753-7191 

Title 

County Office Manager 

Date 

1/18/17 

Telephone Number 
(505) 827-8452 

Title 

Division HR Coord. 

WB1BM 

Approval to proceed with request: 

NO YES y Date: 

mam 


Bargaining Unit Eligible?_Yes _No (Send copy to Labor 

Retiree Re-Employment? Yes No Relations Rep. 


Action 


Reason 
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o 


f*S67 8> 


CHILDREN, YOUTH AND FAMILIES DEPARTMENT 

'i gp 

\% 

2016 Acknowledgment of Receipt and Unders.taBiding 




PART t: Basic Information (Please Print) 



■Sian 



Division: 

PS 




PART 11: Acknowledgment of Receipt and Understanding 


All CYFD policies and procedures are located on the CYFD Intranet for my reference and are accessible 
to me. 1 certify that I have received a copy of the following policies. 1 understand that it is my responsibility 
to read and comply with the contents of these policies. I further understand that if I violate any CYFD 
policy, I am subject to discipline in accordance with CYFD policies, up to and including dismissal. 

• CYFD, HRA, Part 2.1, General Working Conditions, Code of Conduct, dated October 5,2011 

• CYFD, HRA, Part 7, Employment Practices, Respect in the Workplace 
■ CYFD, HRA, Part 10, Internet Access and E-Mail Usage 

• CYFD, HRA, Part 12, Domestic Violence and the Workplace 

• CYFD, HRA, Part 11, Workers’ Compensation 

• CYFD, HRA, Part 8, Training 



Ei 



















Code of Conduct 
April 26, 2011 
Page 3 




CODE OFCONDUCT 
Adopted April 25,2011 

ACKNOWLEDGMENT 
(CLASSIFIED EMPLOYEES! 



I, CTp.V\r*j^ Uftr"V\W 9- _, acknowledge that I have received, reviewed, 

and understand the requirements contained within the Code of Conduct approved by Governor 
Susana Martinez on April 2S, 2011. 1 agree to adhere to its terms and understand that violation 
of those terms constitutes cause for dismissal, demotion, or suspension. 


Printed name:. dcruxs^ VA<xrVv.y\ < ci 
Signature C^-— 

Date: 


vj^*V J kj -f • ‘ . 





State of New Mexico 

Civil Rights ^ 

Acknowledgement Statement 


Acknowledgement 


In accordance with the requirements of Governor Susana Martinez for state of New 
Mexico state government employees, my signature below hereby certifies that I have 
completed the State Personnel Office Civil Rights training. 


Signature 

CTencuij Hlnir-finl-z. 

33^5 2. °l 

Name (Printed) 

SHARE ID 


V-o hZOIC* 

jjigdafture^ 

Date 

Chiklrm. V/ju-fh f F&wiUps /V m&rrt 


NM State Department/Agency 



Forward the signed Acknowledgement statement to your appropriate 
NM Department/Agency management to be placed in your personnel file. 

Maintain a copy of the signed form in your local office files. 


NM State Personnel Office 








o 



AST 

/«> 


<^ 91077 ,; 


Children, Youth & Families Department 

f'V^ 71 ADMINISTRATIVE SERVICES ^ 


POLICIES AND PROCEDURES 


\$ 


% 

-o . 
*1 
<3 1 ' 
A)/ 

A?/ 


'V/ 

y 


Vehicle use acknowledgement 




Effective Date: March 18,2016 P&P #: 3.26 

Overview: C YFD maintains an expectation that employees conduct themselves in a professional manner that 
preserves the public trust. This expectation extends to the use of state vehicles in the course of official agency 
business. Employees are required to adhere to established policies by the NM Stale General Services Department, 
Transportation Services Division, and the CYFD Vehicle Use Policies and Procedures. 

Employee Acknowledgement 

“1 have reviewed and understand the CYFD Vehicle Use Policies and Procedures #3,26 Revised March 18, 
2016 and agree to abide by these policies and procedures. 1 acknowledge and understand that the New Mexico 
State Global Positioning Systems are installed and maintained in all CYFD State Vehicles pursuant to NMAC 
1.5.3.31.1 furthermore understand that CYFD may delegate to me the authority to utilize state vehicle(s)on its 
behalf, for official business of the State of New Mexico, locally, out of town or out of state as designated by 
the CYFD Cabinet Secretary. Given that authority, I agree to accept responsibility for the proper use of the 
state vehicle entrusted to me solely for legal, authorized and “eligible** purposes, as defined by applicable 
federal, state and local laws and regulations in addition to CYFD policies and procedures’*. 


OcLWAVi rOCvrA wg-?- Dat e (j^j iH L? SHARE Employee ID No. 3r!» c lS Z c ( 

Employee Nafmc Printed 




Personnel action requeO 

HUMAN RESOURCES 



For Agency Use Only: SMART 
PAR # (s): _ 

At 

Analyst: / / __ 

Revised 10/17/2014 \/ 


Effective Date of Action: 





Section 1 - Employee/Position Information 




Employee Name _ 

Jenay Vigil-Martinez 

Current 




CPS PERM PLAN CASE 
WRK 


| Current 

I Department Number 


5040010000 


Current Job 
ode 


G10246 


Nation al ]D ( SSN) Emplo; 

339529 

Current 
Working Title 


CPS PERM PLAN CASE 
WRK 


Current 
Position # 


8470 G 


Current Pay 
Band / Grade 


60 


Work Schedule 


M-F 8 to 5 


Current 
Pay Rate 


Current 
Compa Ratio 



Employee 

_ Hire at Minimum 

_ In-Grade Hire 

_ Promotion 

_ Class Reduction 

Transfer: From_To:_ 

_ Resignation 

_ Retirement 

_X Other (Please specify in “Remarks ") 


Remarks: CLOSE-OUT EE for FY 16 


Position 

Advertise Positiori/keauestEiTOtoymendtdst 
Create Position I j) IS iLff ll w cP 
Delete Position -\j j 

Transfer Position jl AUG -1 2016 L 

Location Change ' [__ LJ 

Department Nu m p^Olfrfh'ge3 E R V CES DIVISION 
Reclassify ?os\tio^4n^Sae^PlS£JIM. 

Other (Please specify in "Remarks ") 


Section 3 - Requestor and Authorization 



Supervisor Name & Signature 

Jamie Martinez 

Telephone Number 
(505)753-719! 

Title 

Perm. Planning Supervisor 

1 

D 



Middle Manager Review Name & Signature 
Paula Dominguez 


Telephone Number 
(505)753-7191 


Title 

County Office Manager 
































































CYFD NAME/ADDRESS CHANGE FORM 


Effective Date of Change: 

Employee's Name: 
changing name. Employee's New Name: 


i&ln I is _ 

nprnij D0ad3hM2 


tenau 

BVttifci 


"7 


“arrlage Certificate, Divorce Decree or other Legal Documentation) 


HCM/Employee ID#: *2S\ 

Social Sec. #:_ 

DOB:__ 


New Address:. . ___ 

City: _County. Qa 6 flf'Y'itlCL _State: M Zip: S *2. 2- 

Home Phone:: _ Work Phone: !^OS~ S?) - ~“7 t C U _ 

Field Office Name/Location: PV\ l\d^n.V(.A AK * CVpLOf^£0^ , E^MnolOu. UJ22 

Emergency Contact Name: -. )')('(>h ^ LlEjMJj^2zz _ _Relationship: Jdudjaad 

Emergency Contact Phone: Home: _Work:- 


O 


For ESS Use Only: Changed/Entered by; 


: I V \ 


Date Changed/Entered: 12-1?# (I S Date to PayrolI/BeneBts: 


PLEASE COMPLETE THE PERA CHANGES FORM ALSO 




C*KLM*I 



l : or Agency Use Onl>: SMART 
I’AR # (s): 

Analyst * 

Revised 09/28/2006 (/ 


k ^tf onl^Emiifoy^TE ^IuS^^ 


Date Ree'eUiSS— 

/# A5ie *> 
/# 6- .«■ 


/4T 'h'1 

\p j 


CPS Perm. Plan Case Wkr. 
Current. 

D epartment Number _ 

5040010000 


G10246 


■ 


National ID (SSN) 

Current 
Working Title 
CPS PERM PLAT 


Employee ID _ 

339529 

> Current 

7_ _ Pay Band 

KR HicT 


Work Schedule 

M-HS-5 

Current 
Pay Rate 
15.784601 


Current Current Current Current 

Perm tt _ Org Level _ Location Pos ition Status 

8470 * Tg ESPANOLA PERM 


Current 
Comim Rati o 

.8333 

Current 
Sort Code 

5105 




New 

Department Number 


5040010000 


Employee 

Hire (Retiree Reemployment? Yes 
In-Grade I lire 
X Promotion 

Class Reduction 

_ Transfer: From_To:_ 

Resignation 

Retirement 

Other (Phase specify in ‘ Remarks ") 


73221 


New 

Position Status 


ESPANOLA PERM 


Sort Code 


5105 


Position 

Advertise Position/Request Employment List 

_ Create Position 

Delete Position 
Transfer Position 
Location Change 
Fool Number Change 
Reclassify Position (include PAOj 
Other (Please specify in “Remarks ") 



Remarks: 


Supervisor Name &. Signature 

telephone Number 

Title 

Middle Manager Revipw Name & Signature 

Paula Dominguez A - , // 

| Telephone Number * 
(505)753-7191 i 

Title ~ 

i County Office Mummer 


i anature 


Employee Support Services Use Only 


Telephone Number rule 


( 505 ) 827-8452 


HR Coordinator 


Approval to proceed with reques 


I’LSA Status: _ Exempt Non-Exempt Bargaining Unit Eligible? Yes _No (Send copy to Labor 

Bene fits Elitt ^—jYii^—^No __ Retiree Re-F.mployment? _ Yes _ No Re lations Rep.) 

It— [MTu [Il»u7*=il uflM-ffrate I Initials I Remarks: 


&wm 


Initials Copy to Payroll'IJenel its? Retro Pay Required: Yes No 


ale 


Retro Start Date 


Date: 


Action 


Reason 
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Jaramilla, May, CYFD 


From: 

Sent: 

To: 

Subject: 


Jaramilla, May, CYFD 

Tuesday, December 08, 2015 5;03 PM 

Ortiz, Trish A. A., CYFD 

Promotional Increase - Jenay Vigil (Martinez) 


Sensitivity: 
Flag Status: 


Personal 

Completed 


Good afternoon Trish, 

The Promotional Increase for Jenay Vigil Martinez (CPS Investigation Case Worker / position #73221), has been approved 
with an hourly rate of $18.152291 ($37,756.76/year). The background check has been approved. An official job offer 
can now be made. The packet is now ready for the PAR and has been placed on the bookshelf for pick up. Please let me 
know if she accepts or declines the position and if accepted, what the start date will be. 

Please ask the hiring supervisor to include the following in the job offer letter: 

• FLSA Status = Non-Exempt 

• Union Status * Covered 

Please ensure that the system access form is submitted to SystemAccess^stgte. nm. us no later than five (5) business days 
prior to her first day of employment. 

Please also have her complete the Personal Data Form and return it to you no later than four (4) business days prior to 
her first day of employment. 

Should you have any questions, please feel free to contact me. 

Thank you. 


May Jaramilla 

HR Generalist 

Children, Youth and Families Department 

P.O. Drawer 5160 

Santa Fe, NM 87502 

Office: (505) 476-0452 

Fax: (505) 827-8028 

mav.taramilla@state.nm.us 

Report suspected child abuse or neglect by calling #SAFE (#7233) from a cell phone or 1-855-333-SAFE. 

Confidentiality Notice: This e-mail, including all attachments, is for the sole use of the intended recipient(s) and may 
contain confidential and privileged information. Any unauthorized review, use, disclosure or distribution is prohibited 
unless specifically provided for under the New Mexico Inspection of Public Records Act. If you are not the intended 
recipient, please contact the sender and destroy all copies of this message. 


i 



jwjtA w New Mexico State P To Supv 

Personnel Action R To ASD ■ uL - 

- To DFA_ 

Approval Rec'd_ 

Section 1 - Agency/Employec Inforn Notice To Division 

Dale rac'd_ 


w\\ f t -fcCaeA w\% 
■wr T ° w - 


To SPO_ 


To HR Gen_ 


Date: Nov 18, 2015 Business Unit Name: CYFD Protective Services 


Employee Name: Jenay Vigil (Martinez) 
E Compensation Action 


Empl ID: 339529 
| | Recruitment Action 


Bargaining Unit Covered: □NMMTEA QCWA □ Not Covered 


^ « 



Bus. unit #: 69000 


Effective Date: /1 

|~| Administrative Leave 


Section 2 - Compensation Action (resume and transcripts must be attached for all compensation actions) 

/ 

□ ln-grade hire (IGH) E Promotional increase (PI) □Salary upon temporary promotion (TPI) 

—Salary upon reduction (employee must —Temporary Recruitment Differential 

^sign section 3) DS.Iary upon Ransfe, (SUT) 0 ( TREC) 


□Out of state differential 
□Temporary retention differential (TRET) 


□ in pay band (1PB) 


□Temporary Salary Increase (TSI) 


Section 3 - Recruitment, Assessment, Selection 


Recruitment: □ Recruitment Waiver 


Classification: 


CPS Permanency Planning Case Worker #8470 to CPS Investigation Case Worker #73221 


Requisition number: 2015-01862 J 

Recruitment dates: Begin: Apr 23, 2015 


End: Continuous 


Education (attach transcripts): 

C 8th grade C GED C High School Diploma C Some College C Associates (• Bachelors C Masters C Juris Doctorate C PhD 
Degree/Major: Psychology / 

Licensure/Certification (attach if applicable): 


Years/Months of Related Experience: 


Months 


Years/Months of supervisory experience (if applicable): 


Months 


Years/Months of management experience (if applicable): 


Months 


Total Experience: 
2 years 2 months 


l of 4 


SPO 14-003 10/15/2014 
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New Mexico State Personnel Office 
Personnel Action Request Form 


Current 


Proposed 


Classification: 

Pay Band: 

Position Number: 
Hourly salary: 
Compa-Ratio (%): 


CPS Permanency Planning Case Worker 


60 


8470 


SI 5.784601 


.833 


Classification: 

Pay Band: 

Position Number: 
Hourly Salary: 
Compa-Ratio (%): 


CPS Investigation Case Worker 


65 


73221 


SI 8.152291 


866 


0 * 


Dollar amount of increase/decrease: 


$2.36769 


Proposed percent of increase/decrease: 
Multiple components of pay (MCOP): □ MLNG □ SUPV □ TPI □ TREC □ TSI 

Dollar amount of MCOP: 


15% 


□ TRET 


Percent of MCOP: 


Employee Signature: 

If this action results in a salary reduction, I hereby agree as identified above. 


Internal comparison: list employees in the same classification to whom this employee should be compared. Q ^ om P ar * sons 

Name: Position Number: Hourly: MCOP: Total Salary: 


Attached 
Education: 


U of years related 
experience: 


Jenay Vigil 

73221 ^ 

$18.152291 


$18.152291 


I 


Sonya Chavez 

8483 

$20.12517 


IS 81 

MSW 

5 years 11 
months 










Check the associated box: Q Associate zone (73% to 82.2%): training and/or actively learning new skills and competencies. 

(3 Independent zone (82.3% to 114.6%): functions successfully without close supervision. 

□ Principle zone (114.7% to 127.0%): demonstrates mastery of skills and competencies. 


Section 4 - Administrative Leave 


Select the appropriate option: 

p Disciplinary (complete section 3 above and section 5 to provide p Non-disciplinary (complete section 5 below to provide 
justification for request) justification for request) 


1st request (disciplinary) - granted by agency 

Begin Date 

2nd request (disciplinary) - requires SPO 
approval 

Begin Date 

3rd request (disciplinary) - requires SPO 
approval 

Begin Date 

4th request (disciplinary) - requires SPO 
approval 

Begin Date 



End date - in the 
amount of 160 hours 




End date - in the 
amount of 160 hours 




End date - in the 
amount of 160 hours 




End date - in the 
amount of 160 hours 
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New Mexico State Personnel Office 
Personnel Action Request Form 



Section 5 - Agency Justificntion ami Signatures 


Requesting Manager/Supervisor 
recommendation (must be 
completed): 


Requesting Manager/Supervisor 
signature: 


Print name: 
Date: 


Preparer signature: 


Print name: 


The minimum qualifications for this position are a Bachelor’s Degree in Social Work, Education, 
Counseling, Psychology, Sociology, Criminal Justice or Family Services from an accredited college.' 
university and two (2) years of any combination of experience including working with communities on 
health or social service related matters, social work/case management experience, behavioral health 
and/or health care. 

Eight (8) candidates were referred for this position: One (I) candidate failed to appear for scheduled 
interview, one (l) candidate was unreachable, one (1) candidate declined interview, one (1) candidate 
was interviewed and not selected, and one (I) candidate, Jenay Vigil, was selected for hire. 

Jcnay Vigil obtained her Bachelor’s Degree in Integrated Studies with an emphasis in Psychology 
from NNMC in May 2013. She also obtained her Associates Degree in Social Science in Human 
Services from NNMC in May 2012. Ms. Vigil was hired as a CPS Permanency Planning Case Worker 
in the Rio Arriba County PSD office in September of 2013 where she is responsible for coordinating 
assessments and safety plans for children in CYFD custody. Prior to her CYFD employment, Ms. 
Vigil worked with the Los Alamos National Laboratory providing administrative support assistance. 
Ms. Vigil also completed an internship with the Espanola PSD office in 2012. She interviewed well 
and her references were good. 

Based on this candidate’s education and experience, it is anticipated that she will perform the duties of 
this job in the Independent Zone. 

This position is funded with a combination of federal funds (Title IV-E; Title IV-B; Title 1V-D & Title 
XIX) and general fund based upon the results of the quarterly random moment sample. 




— v - 

Jared Rounsville, PSD Director 

■jqap=z 

s\ 

cpjiUJi 


'—r m - ■■— ■- —■ ■ " — 

Trish Ortiz, HR Coordinator 




Date: 
3 of 4 
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New Mexico State Personnel Office 
Personnel Action Request Form 


Human Resources (HR) 
recommendation (must be 
completed): 


HR Manager signature: 


Print Name: 


Jenay Vigil exceeds the minimum qualifications with a Bachelor's Degree in Psychology and over two 
(2) years of directly related experience. She is an excellent candidate and should easily transition into 
this position. Based on Ms. Vigil's education and experience it is anticipated that she will become fully 
competent as a CPS Investigation Case Worker and will perform in the Independent Zone. A compa 
ratio of .'866 is warranted.. 











ftnnetfe Larkin, HR Manager 

I 77. / }//■ 
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Job Bulletin 
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O 
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NEW MEXICO STATE PERSONNEL OFFICE 
invites applications for the position of: 

CPS Investigation Case 
Worker (CYFD #73221) 


SALARY: $15.28 - $26.59 Hourly 

$31,782.40 - $55,307.20 Annually 

OPENING DATE: 04/23/15 
CLOSING DATE: Continuous 
DEPARTMENT: Children, Youth & Families Dpt 
LOCATION: Espanola 

JOB DESCRIPTION: 

IMPORTANT NOTICE: 

Attached resumes will not be reviewed or considered. You are required to include 
your work experience in the Work Experience section of your application. If you have 
previously included work history on a resume you must transfer your work history 
into the Work Experience section prior to submitting your application. For more 
information please visit our website: Employment with the State of New Mexico 

Purpose of Position: 

This position will investigate child abuse referrals, assess the risk and safety of the child and 
take appropriate action, provide testimony in court, and prepare cases for transfer to CPS 
Permanency Planning. 

THIS POSTING WILL BE USED TO CONDUCT ONGOING RECRUITMENT AND WILL 
REMAIN OPEN UNTIL ALL POSITIONS HAVE BEEN FILLED. 

THIS JOB POSTING MAY BE USED TO FILL MULTIPLE VACANCIES. 

This position is a Pay Band 65. 

CLASSIFICATION DESCRIPTION: 

CPS Investigation Case Worker 

MINIMUM QUALIFICATIONS: 

Bachelor's Degree in Social Work, Education, Counseling, Psychology, Sociology, Criminal 
Justice or Family Studies from an accredited college/university and two (2) years of any 
combination of experience including working with communities on health or social service 
related matters, social work/case management experience, behavioral health and/or health 
care. 

Employment Requirements: 

Must possess and maintain a valid New Mexico Driver's License and have own mode of 
transportation. Pre-employment background investigation is required and is conditional pending 
results. 


http://agency.govemmentjobs.com/newmexico/default.cfm7actio... 4/23/2015 



Job Bulletin 


O 


o 


Page 2 of 4 


Statutory Requirements: 

N/A 

SUPPLEMENTAL INFORMATION: 

Benefits: 

Do you know what Total Compensation is? 
http://www.SDo.state.nm.us/total-comoensation.asPx 

Working Conditions: 

Work is performed in an office setting: late hours, weekends, on-call and callback work may be 
required. Will be exposed to regular periods of video display terminal and keyboard usage and 
stressful situations. Travel is required. Possible exposure to irate clientele. Incumbent will work 
under stress and frequent time constraints. Incumbent will be required to furnish a personal 
vehicle for carrying out assignments which may include transporting clients including children 

Conditions of Employment: 

Working Conditions for individual positions in this classification will vary based on each agency's 
utilization, essential functions, and the recruitment needs at the time a vacancy is posted. All 
requirements are subject to possible modification to reasonably accommodate individuals with 
disabilities. 

Default FLSA Status: 

Non-Exempt. 

Bargaining Unit: 

This position is covered by a collective bargaining agreement and all terms/conditions of that 
agreement apply and must be adhered to. 

Agency Contact Information: 

Paula Dominguez, COM, (505) 753-7191. 

Link to Agency: 

www.cvfd.org/ 

Applicant Help/How to Apply: 

www.spo.state.nm.us/State Emplovment.aspx 


APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.spo.state.nm.us 

2600 Cerrillos Road 
Santa Fe, NM 87505 


Job #2015-01862 
CPS INVESTIGATION CASE WORKER (CYFD 

#73221) 

AS 


http://agency.govemmentjobs.com/newmexico/default.cfrn7actio... 4/23/2015 
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EMPLOYMENT APPLICATION 


NEW MEXICO STATE PERSONNEL OFFICE 

r ^ 2600 Cerr||,os Road 

5 > ‘Santa Fe, New Mexico 87505 


Vigil, Jenay C 

2015-01862 CPS INVESTIGATION CASE WORKER (CYFD #73221 


PERSONAL INFORMATION 


POSITION TITLE: EXAM ID#: 

CPS INVESTIGATION CASE WORKER (CYFD * 73221) 2015-01862 


NAME: (Last, First, Middle) SOCIAL SECURITY NUMBER: 

Vigil, Jenay C N/A 


ADDRESS: (Street. Citv. State. ZId Codel 


Received: 9/10/15 
12:18 PM 

For Official Use Only: 

QUAL:_ 

DNQ:_ 

□ Experience 

□ Training 

□ Other:_ 


HOME PHONE: 


EMAIL ADDRESS 


DRIVER'S LICENSE: 

■ Yes □ No 


DRIVER'S LICENSE; 
State: NM Number: 


LEGAL RIGHT TO WORK IN THE UNITED 
STATES? 

■ Yes a No 


PREFERRED SALARY 


WHAT TYPE OF JOB ARE YOU LOOKING FOR? 

Regular 


TYPES OF WORK YOU WILL ACCEPT: 
Full Time 


PREFERENCES 


ARE YOU WILLING TO RELOCATE? 

□Yes "No □ Maybe 



OBJECTIVE: 

To obtain a position in which I can advance my career in the Psycholo 


DATES: 

From: 8/2007 To: 5/2013 


LOCATION:(Clty, State) 

Espanola, New Mexico 


MAJOR: 

Psycholo 


EDUCATION 


SCHOOL NAME: 

Northern New Mexico College 


DID YOU GRADUATE? 
■Yes ONo 


DEGREE RECEIVED: 

Bachelor's 




POSITION TITLE: 

Permanency Planning Worker 


COMPANY URL 


MAY WE CONTACT THIS EMPLOYER? 
■Yes °No 


# OF EMPLOYEES SUPERVISED 


WORK EXPERIENCE 


DATES: EMPLOYER: 

From: 9/2013 To: Present Children, Youth & Families Department 


ADDRESS: (Street, City, State, Zip Code) 

912 N. Railroad Ave., Espanola, New Mexico 87532 


SUPERVISOR 

Jamie Martinez - Permanency Planning 
Supervisor 


SALARY: 

$2,500.00/month 


DUTIES 

Developing treatment plans specific to the family's needs 

Case management services for children being served by the Children, Youth, & Families Department 

Partnering with community providers to monitor case progress 

Working collaboratively with providers, foster and adoptive parents 

Conducting monthly foster home visits to assess for child stability 

Completing court reports and a Structured Decision Making tool prior to court hearings 


REASON FOR LEAVING: 

Still currently employeed with the Department. I am wanting to explore and partake in new expierences. 


DATES: EMPLOYER: POSITION TITLE: 

From: 6/2006 To: 9/2013 Los Alamos National Laboratory I Undergraduate Student 


ADDRESS: (Street, City, State, Zip Code) COMPANY URL: 

Los Alamos. New Mexico int.lanl.gov 


i 


https:/.'secure.neogov.com/OHC/reports/appprintvie\v.cfm 


10 092015 
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SALARY: 

2,956,80/month 


PHONE NUMBER: I SUPERVISOR: 

505) 667-6087 I Fred Shellev - Group Leader 


HOURS PER WEEK: 
40 


DUTIES: 

Entering Computer Data 
Time/Effort 
Purchasing 
Filing 

Customer Service via telephone and email 
Knowledge of Microsoft Suites 


REASON FOR LEAVING: 

Wanting to obtain a position in which I can advance my career in the Psycholo 


MAY WE CONTACT THIS EMPLOYER?! 
■Yes QNo 


# OF EMPLOYEES SUPERVISED 


CERTIFICATES AND LICENSES 


Nothing Entered For This Section 


SKILLS 


OFFICE SKILLS: 

Typing:100 
Data Entry:9000 


OTHER SKILLS 


LANGUAGEfS 


m 


ADDITIONAL INFORMATION 


Volunteer Experience 

I did an internship at Children, Youth, & Family Department (CYFD) located in Espanola, New Mexico in 2012 for four and 
a half months. 


REFERENCES 


REFERENCE TYPE: 

Professional 


Street, City, State, Zip Code) 




REFERENCE TYPE: NAME: 

Professional I Michlella Coriz 


ADDRESS: (Street, City, State, Zip Code 


EMAIL ADDRESS 


REFERENCE TYPE: 

Professional 


ADDRESS: (Street, Ci 


NAME: 

Jamie Martinez 


POSITION: 

Administrator 


PHONE NUMBER: 

505) 667-2846 


POSITION 


PHONE NUMBER: 

(505) 667-6087 


POSITION: 

Permanency Planning Supervisor 



PHONE NUMBER: 

505) 753-7191 


https://secure.neogov.com’OHC/reports / appprintvie\v.cfm 


10/09/2015 
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Children, Youth and Families Department 
p'gR’nfltA'niNG: 




Human Resources 


"’lAYE IssUEb: 


INTERVIEW DOCUMENTATION FORM 

Instructions: Supervisor or interviewer complete by documenting efforts to contact applicant 


WaWe OF APPLICANT:-7 

Jgdite+JL 


CLASStrrlfi: it - - 

(Ufs (ji£t jOcYOr ZZLt£l£L 

’ 1 RESULTS AND/OR ( 


ACTIONS 


tVIBWER: 




TIME CALLED: 

C f , -'2jc>tvnn 

msm 

- 

TIME CALLED! - 

DATE CALLED 


TIME CALLED: 

1 PntnTCT GTisVt f, . 0 < 

DATE CALLED; 

A, 



ATTEMmO CONTACT FORINTERVIBw" 72 ^^^^^ 4 ^ ^aZljL /S&Ml 7^ 'S JUgl ZL/C 

m£W~ 

t^ BYP " 0HE ^ MECALLED: DATECALL£0: | ^ j^ (^j^J 

PPUj U)i Th < jm 

&UCM)J HccrxlUA On 

C oJJ) -k 

O'jec-*? lou>.. 

£*4cosive knouiUA^ <>} -hU. 

O'Cpi. +' Jfib cltEtlJU) ^cli^eLv^ 

Co^>iC-Vtfvg ~Xr\J , '( fcft J l—Pt. 


□REGISTERED MAIL 
□REGULAR MAIL 

I-1 TELEGRAM 

COLUMN B 7757T 

RESPONSE FROM APPLICANT ~ <p-Q J 
_^ _ __ 


DATE Sent; - 



7? 


—..... ^ :cd 'Dtoe/vcMTcm's 

OZlBY PHONE TIME; DPk^ZF} DATE: T~ 

I—1 BY PERSON g. f Y<9 \ jjyjtLLL^. 


I —) BY PERSON 

□ BY MAIL 
I—I BY TELEGRAM 


DATE SENT: 


RECEIVED: 


COLUMN C k 
RESULT OF CONTACT 

□ DECLINED-NO LONGER AVAILABLE 

□ DOES NOT WISH TO WORK FORTHIS AGENCY 

1-1 NOT AVAILABLE FOR GEOGRAPHIC LOCATION 

I-1 DECLINED THIS POSITION ONLY 

-date! 


TIME: 


COLUMN D 
RESULT OF SCHEDULED INTERVIEW 

□^FAILED TO APPEAR 
CZJ SELECTED 

□ INTERVIEWED BUT NOT SELECTED 


SIGNATURE: 


PERSONNEL OFFICER 


DATE 


APPLICANTS NOTIFIED OF RESULT OF INTERVIEW: 

□ BY MAIL DATE SENT: 

I—| NOT NOTIFIED _ 



DAT3 


99-HRA-0007 















State of New Mexico 

CHILDREN, YOUTH and FAMILIES DEPARTMENT 


SUSANA MARTINEZ 

GOVERNOR 

JOHN SANCHEZ 

LIEUTENANT GOVERNOR 



MONIQUE JACOBSON 

CABINET SECRETARY 

JENNIFER 8AAVEDRA 

DEPUTY CABINET SECRETARY 


APPLICANT REFERENCE CHECK 
AUTHORIZATION AND RELEASE 


I, rTpnnu fKh,rb'ru> 7- _, wish to be considered for employment with the 

Children, Youth and Families Department (CYFD). I hereby authorize CYFD and Its agents 
to inquire about and verify all statements contained in my employment application and to 
obtain information concerning my qualifications as a prospective employee. Further, I 
authorize CYFD to contact my current and each of my former employers and the references I 
have provided. I also authorize each to give CYFD any and all information concerning my 
previous employment and any pertinent information they may have regarding my work 
performance, whether such information is favorable or unfavorable to me. I hereby fully 
release all such persons and entities from all liability with respect to furnishing information to 
CYFD, and waive any claims I may have against them with respect to the release of such 
information. I also authorize CYFD to release such employment information as necessary to 
those employees and agents of CYFD who require such Information to review or to make a 
decision with respect to any matter pertaining to my employment. 

i acknowledge that I have read this authorization and release, fully understand it and 
voluntarily agree to its provisions. 


Dated: IQ -7.4 -7/J/S 


■Tj&n/xtA fYlc^r-tinp -? 

Applicants Printed Name 

£14 




EMPLOYEE SERVICES 

P.O. DRAWER 5160 • SANTA FE, N.M. • 87502 
PHONE: (505) 827-7620 • TOLL FREE: (800) 610-7610 • FAX: (505) 827-8028 


State of New Mexico 

CHILDREN, YOUTH and FAMILIES DEPARTMENT 


SUSANA MARTINEZ 
GOVERNOR 

JOHN SANCHEZ 

LIEUTENANT GOVERNOR 



MONIQUE JAC0B80N 

CABINET SECRETARY 

JENNIFER SAAVEDRA 
DEPUTY CABINET SECRETARY 


JOB OFFER LETTER 


December 14,2015 


Dear: Jenay Martinez 

As a follow up to our interview on October 29,20151 am formally offering you the position of 
Investigator effective December 19,2015 with Protective Services within the Children, Youth 
& Families Department This letter also serves to confirm the salary amount of $18.15 hourly. 

Please be advised that your position is considered Non-Exempt from the Fair Labor 
Standards Act. Additionally, your position is covered by the collective bargaining agreement 
(American Federation of State, County, and Municipal Employees - AFSME). 

Please provide me with your decision on this offer no later than December 16,2015 by 5:00 
p.m. I look forward to you being part of our team at CYFD. 

Sincerely, 



Paula Dominguez, COM 
Protective Services 




Accept 

Decline 




PROTECTIVE SERVICES DIVISION 
P.O. DRAWER 5160 • SANTA FE, N.M. • B7502 
PHONE: (505) 027-8400 • FAX: (505) 827-8433 


Jaramilla, May, CYFD 


From: 

Jaramilla, May, CYFD 

Sent: 

Tuesday, December 29, 2015 2:50 PM 

To: 

Vigil, Jenay C, CYFD 

Cc: 

Ortiz, Trish A A., CYFD; Dominguez, Paula, CYFD 

Subject: 

Congratulations on your Promotion 

Attachments: 

ApplicationforMembership7_2012web.pdf; FLSA STATUS - NHO.DOC; FY15 State 
11.15-630.15.pdf 

Importance: 

High 

Sensitivity: 

Personal 

Flag Status: 

Completed 


Good afternoon and congratulations on your promotion! 

I've processed your promotion with the effective date of 12/19/15 . Your SHARE employee ID number is: 339529 . 

I will review your paycheck, direct deposit and leave accruals on the next pay day to make sure you are paid correctly 
and I encourage you to do the same. 

Please refer to your offer letter and hire packet for information regarding your FISA (Fair Labor Standards Act) status 
and your union status and how they relate to your position. 

Thank you and once again, congratulations! 

May Jaramilla 

HR Generalist 

Children, Youth and Families Department 

P.O. Drawer 5160 

Santa Fe, NM 87502 

Office: (505) 476-0452 

Fax: (505) 827-8028 

mav.iaramillatcDstate.nm.us 

Report suspected child abuse or neglect by calling #SAFE (#7233) from a cell phone or 1-855-333-SAFE. 

Confidentiality Notice: This e-mail, including all attachments, is for the sole use of the intended recipient(s) and may 
contain confidential and privileged information. Any unauthorized review, use, disclosure or distribution is prohibited 
unless specifically provided for under the New Mexico Inspection of Public Records Act. If you are not the intended 
recipient, please contact the sender and destroy all copies of this message. 


i 
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CHILDREN, YOUTH & FAMILIES DEPARTMENT 
PROTECTIVE SERVICES 

DOCUMENTATION OF SELECTED CONDITIONS OF EMPLOYMENT 
FOR CLIENT SERVICE AGENT 
AND NON-LICENSED PROTECTIVE SERVICES POSITIONS 

This form Is intended to document specific conditions of employment that are 
requirements of certain jobs. These specific conditions are in addition to those 
conditions set forth in the job related qualification standards and position assignment 
questionnaire of the particular job and those conditions of employment which are 
universal for all state employees in general and employees of the Children, Youth and 
Families Department in particular. This form is not intended, therefore, to document all 
conditions of employment 

REQUIREMENT - VALID DRIVER'S LICENSE AND PERSONAL VEHICLE 

I understand that it is a condition of my employment to possess and maintain a valid 
New Mexico Driver's License. Further, I understand that the Children, Youth & Families 
Department has insufficient state vehicles to meet its needs. Therefore, as a condition 
of employment, I will be required to furnish a personal vehicle for carrying out my 
assignments which may Include transporting clients including children. I further 
understand that my personal vehicle and my operation of it must be in compliance with 
all applicable State of New Mexico statutes and regulations. 

SIGNATURE 

I am obligated to abide by the conditions listed above as long as I am employed in this 
position or laterally transfer or promote to position within Protective Services. I 
understand that the conditions of employment I have accepted are a requirement of this 
position. I further understand that failure to carry out the obligations set forth in the 
conditions of employment may be cause for disciplinary action, including dismissal. 



Revised 7/2015 
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ACKNO WLEDG EM ENT OF FLSA STATUS 


Employee Name: Jenav Vigil Martinez _ 

Job Title:_ CPS Investigation Case Worker #73221 _ 

Please read and sign in the appropriate space below. 

In accordance with the Fair Labor Standards Act, the FLSA status for your position has been 
determined by a comprehensive analysis of the specific job description and duties, and not 
determined by the job title. Should you feel your FLSA status has been incorrectly determined, 
you have the right to appeal this decision in writing to the CYFD/Employee Support Division, 
Deputy Director. A current Position Assignment Questionnaire (PAQ) must accompany an appeal, 
and include your signature as well as your supervisor’s signature. 


| | FLSA Exempt Status -1 understand that I am exempt from overtime pay. 

Exempt status does not entitle you to any form of overtime compensation. However, Children, 
Youth, and Families Department has determined that employees who are exempt from the Fair 
Labor Standards Act shall receive compensatory time on a straight time basis for all authorized 
overtime work in excess of 80 hours during a pay period. 

Signature_ Date _ 


m 


FLSA Non-Exempt Status -1 understand that I am non-exempt, covered for overtime pay. 

Non-exempt status entitles you to overtime compensation at a rate of not less than one and one- 
half times your regular rate of pay, for each authorized hour worked in a workweek in excess of 40 
hours. 


Signature 





Date IQ 




For more information regarding compensation for overtime, please refer to the State Personnel 
Board Rule, NMAC 1.7.4.15 and Children, Youth, and Families Department Policies and 
Procedures, Part 4.4. 
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Code of Conduct 
April 26,2011 
Page 3 

OCT 2015 

CODE OF CONDUCT 
Adopted April 25,2011 

ACKNOWLEDGMENT 
{CLASSIFIED EMPLOYEES) 


I, r) e,'T\r^\^ Jvn . ( _, acknowledge that I have received, reviewed, 

and understand the requirements contained within the Code of Conduct approved by Governor 
Susana Martinez on April 25,2011. I agree to adhere to Its terms and understand that violation 
of those terms constitutes cause for dismissal, demotion, or suspension. 




o 


o 


CHILDREN, YOUTH AND FAMILIES DEPARTMENT 


OCT 20TS 

20X5 Acknowledgment of Receipt and Understanding 


PART I: Basic Information (Please Print) 



PART II: Acknowledgment of Receipt and Understanding 


All CYFD policies and procedures are located on the CYFD Intranet for my reference and are accessible 
to me. I certify that I have received a copy ofthe following policies. I understand that it is my responsibility 
to read and comply with die contents of these policies. I further understand that if I violate any CYFD 
policy, I am subject to discipline in accordance with CYFD policies, up to and including dismissal. 

• CYFD, HRA, Part 2.1, General Working Conditions, Code of Conduct, dated October 5,2011 

• CYFD, HRA, Part 7, Employment Practices, Respect in the Workplace 

• CYFD, HRA, Part 10, Internet Access and E-Mail Usage 

• CYFD, HRA, Part 12, Domestic Violence and the Workplace 


PART HI: Employee Signature 












Home 


Add to Favorites 


Sign out 


o* 




Work Location Job Information Job Labor Payroll Salary Plan Compensation 

Jenay Vigil EMP ID: 339529 EmpIRcd#: 0 

Compensation _ Find First S3 i of 4 0 Last 

Effective Date: 01/03/2015 Effective Sequence: 0 Job Indicator: Primary Job 

Action /Reason: PayRtChg In-Pay Band Adjustment Current 

Compensation Rate: 1,262.7753 \jso Frequency: B Biweekly 

^ Comparative Information 


Change Amount: 


60.131840/3 

USD Biweekly 

Compa-Ratio: 

0.83 

Change Percent: 


5.000 


Job Ratio: 

68.37 

^ Pay Rates 






Hourly 

15.784601 

USD 

Monthly 

2,735.997507 

USD 

Biweekly 

1,262.768080 

USD 

Annual 

32,831 970080 

USD 

Default Pay Components 






Pay Components 

Amounts Controls Changes Conversion 


Personalize 1 

| Find |EH|e! First 

S i of i E i 

Rate Code 

1 NAHRLY 

Sea Comp Rate 

0 

Currency 

15.784601^ USD 

Freauencv 

H 

Percent 


Calculate Compensation 

Job Data Employment Data Earninas Distribution Benefits Program Participation 


Save Return to Search [P] Notify (<B Previous tab Next tab Refresh Update/Display Include History 

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation 



Vigil, Terese, CYFD 


O 



From: 

Sent: 

To: 

Cc: 

Subject: 


Marcelli, Michael A., DFA 
Friday, January 09, 2015 5:26 PM 
Quintana, Helen T , CYFD, Vigil, Terese, CYFD 
Fitting, Lisa M. CYFD 

RE: CYFD In Pay Bands for Protective Services & Juvenile Justice Employees (1 of 2 
Submissions) 


Sensitivity: Personal 

Flag Status: Completed 

You have DFA approval, please work with SPO on HCM approvals. 
Thanks, 

Michael 



From: Quintana, Helen T., CYFD 
Sent: Friday, January 09, 2015 3:32 PM 
To: Marcelli, Michael A., DFA; Vigil, Terese, CYFD 
Cc: Fitting, Lisa M, CYFD 

Subject: RE: CYFD In Pay Bands for Protective Services & Juvenile Justice Employees (1 of 2 Submissions) 

Yes! thank you! 

JfeCen Quintana 

Chief of Staff 

Office of the Secretary 

1120 Paseo de Peralta Suite 572 

Santa Fe, NM 87502 

(505)827-7602 

Helen,Quintana(5>state.nm.us 

Report suspected child abuse or neglect by calling #SAFE (#7233) from a cell phone or 

1-855-333-SAFE. 

Confidentiality Notice: This e-mail, including all attachments, is for the sole use of the intended recipient(s) and may contain 
confidential and privileged information. Any unauthorized review, use, disclosure or distribution is prohibited unless 
specifically provided for under the New Mexico Inspection of Public Records Act. If you are not the intended recipient, please 

contact the sender and destroy all copies of this message. 


From: Marcelli, Michael A., DFA 
Sent: Friday, January 09, 2015 3:30 PM 
To: Vigil, Terese, CYFD 

Cc: Quintana, Helen T., CYFD; Fitting, Lisa M, CYFD 

Subject: RE: CYFD In Pay Bands for Protective Services & Juvenile Justice Employees (1 of 2 Submissions) 
All these positions will be covered by the $838.0K? 


l 




5 Statewide Central Intake Supervi i 
10 Statewide Central Intake Workers 
1 Soc & Hum Sv Asst-B (Client Service Agent) 

35 Soc & Hum Sv Asst-0 (Client Service Agent) 

1 Soc & Hum Sv Asst-S (Client Service Agent Supervisor) 

1 Soc/Com Sv Coord-S (NW Regional Placement Supervisor) 
1 Soc/Com Sv Coord-B (Recruitment Specialist) 

21 Admin/Ops Manager II (County Office Manager) 



Total In Pay Band Requests for Protective Services: 394 

Please note that the In Pay Band requests for Juvenile Justice employees will be forthcoming. I thank you for your time 
and consideration of this request. Should you have any questions or require additional information, please feel free to 
contact me directly. 


Thank you, 
Terese 


Terese Vigil 
HR Manager 

Children, Youth and Families Department 

P.O. Drawer 5160 

Santa Fe, NM 87502 

Office (505) 827-7945 

Cell (505) 490-2444 

Fax (505) 827-8028 

terese.vigil@state.nm.us 

Report suspected child abuse or neglect by calling #SAFE (#7233) from a cell phone or 1-855-333-SAFE. 

fonbi- i i .lity Notice- This «*- mail, including all attachments is for the sole use of the intended reripiem(s) and may 
•••in i •' P-mi.i* and privileged information Any unauthorised review, use. disclosure cr distribution is prohibited 
unli'sc * t ifirally provided for under the New Mexico Inspection of Public Records Ac r If you are not the intended 
recipient, please contact the sender and destroy all copies of this message. 
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'i New Mexico State Personnel Office 
Personnel Action Request Form 


Current 

Classification: See attached spreadsheet 


Proposed 


Classification: 


Pay Band: 


See attached spreadsheet 


Pay Band: 


Position Number: See attached spreadsheet 
Hourly salary: See attached spreadsheet 

Compa-Ratio (%): See attached spreadsheet 
Dollar amount of increase/decrease: See attached spreadsheet 


Position Number: 


Dollar amount of MCOP: 


Hourly Salary: See attached spreadsheet 

Compa-Ratio (%): See attached spreadsheet 
Proposed percent of increase/decrease: See attached spreadsheet 


Multiple components of pay (MCOP): Q MLNG Q SUPV □ TPI 


□ TREC □ TSI 


□ TRET 


Percent of MCOP: 


Employee Signature: 

If this action results in a salary reduction, 1 hereby agree as identified above. 


Internal comparison: list employees in the same classification to whom this employee should be compared. □ 


Additional Comparisons 
Attached 


Position Number: Hourly: MCOP: Total Salary: Education: 


# of years related 
experience: 



Check the associated box: Q Associate zone (73% to 82,2%): training and/or actively learning new skills and competencies. 

□ Independent zone (82.3% to 114.6%): functions successfully without close supervision. 

□ Principle zone (114.7% to 127.0%): demonstrates mastery of skills and competencies. 

Section 4 - Administrative Leave 


Select the appropriate option: 

p Disciplinary (complete section 3 above and section 5 to provide 
justification for request) 


p Non-disciplinary (complete section 5 below to provide 
justification for request) 


1st request (disciplinary) - granted by agency Begin Date: 

2nd request (disciplinary) - requires SPO B ■ Dfltc 
approval 

3rd request (disciplinary) - requires SPO Begin Date 

approval 

4th request (disciplinary) - requires SPO 

approval Begin Date 


End date - in the 
amount of 160 hours 

End date - in the 
amount of 160 hours: 

End date - in the 
amount of 160 hours 

End date - in the 
amount of 160 hours 



2 of 4 


SPO 14-003 10/15/2014 














New Mexico State Personnel Office 
Personnel Action Request Form 


Print name 
Date: 

Cabinet Secretary/Agency Head 
Signature: 

Print name 

Date: 


Annette Romero, AS Deputy Director 



4 of 4 


SPO 14-003 10/15/2014 


JJS took this approach to address historical turnover issues and reduce compaction as a result of the 
implementation of a hiring salary matrix (as opposed to previous hiring practice of an entry salary of 
$12.15 regardless of education and experience). 

In Protective Services, we used the approved hiring matrix to identify any caseworker staff who was 
below midpoint of the salary range. Those staff below midpoint were compared to the matrix and 
recommended to receive up to 5% increase based on where they should be compensated using the 
PS matrix. PS used the same methodology when increasing County Office Managers and the Client 
Service Agents. 

We appreciate your consideration and approval of this plan as we anticipate this will have a positive 
impact on our retention strategies. 


Respectfully submitted, 



Monique Jacobson ^ 

Cabinet Secretary-Designate 


OFFICE OF THE SECRETARY 
P.O. DRAWER 5160 • SANTA FE. N.M. • 87502 
PHONE: (505) 827-7602 • FAX: (505) 827-4053 





mmw i i J ill ii jjliipipipii.,! L . .. flgppfl 

I: Section 1 - Empioyoe/Position l^onyia tion |^H| 


Employee Name _ 

Jenay C. Vigil 


Current Current Job 

TOC or Manager Croup Title _ Cl ass Code 

CPS Perm! Plan Case Wkr. G10246 


National ID (SS N) Employee IP 

_339529 

Current 

Working Title_ 

CPS PERM PLAN WKR 


Current 

Location 


ESPANOLA 





New 

Ore Level 

New 

Location 


Work Schedule 


M-F 8-5 


.ui 

^.sis'fco 


Current 
Position Status 


PERM 


New 

Pay Rate 


New 

Position Status 


Current 
Compn Rfltio 

■ W> ‘ 


New 

Sort Code 


Employee 

_ Hire (Retiree Reemployment? Yes _ 

_ In-Grade Hire 

_ Promotion 

_ Class Reduction 

_ Transfer: From_To: 

_ Resignation 

_ Retirement 

_X_ Other (Please specify in "Remarks ") 


Position 

Re-Advertise Position/Requcst Employment List 
Create Position 
Delete Position 

_ Transfer Position 

_ Location Change 

Tool Number Change 
Reclassify Position (Include PAQ) 

Other (Please specify in “Remarks ") 



Employee Support Services Use Only. 


Telephone Number 


HR Coordinator 


FLSA Status: 
Benefits Elig? 


Exempt _Non-Exempt 

Yes No 


Remarks: v\^\ ££ r fy ls - 


HWSffl Wit 

i;S^tion^3^Reqi^stor?antlT^utfiori 2 atioS 


/ fievk. Cv?* 


/D/ISW 




Approval to proceed wilh request: 
NO YES 


Date: l ^ 1 


Bargaining Unit Eligible? 
Retiree ReEmolovnient? 


Initials 

1 tfO 


Reason 


Retro Pay Required: 
Retro Start Date: 


Action 


Reason 
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CODE OF CONDUCT 
Adopted April 25, 2011 

ACKNOWLEDGMENT 
ICLASSIFIED EMPLOYEES! 


I,_, acknowledge that I have received, reviewed, 

and understand the requirements contained within the Code of Conduct approved by Governor 
Susana Martinez on April 25, 2011. I agree to adhere to its terms and understand that violation 
of those terms constitutes cause for dismissal, demotion, or suspension. 


Printed name:_ 


A 


J 


Signature:_ 

1/ 

Date:_7 ! ft/ 




/ 


J ' 
V V 



Children, Youth & Families Department 


ADMINISTRATIVE SERVICES 

POI TCIFS AND PROCEDURES 


VEHICLE USE ACKNOWLEDGEMENT 


Effective Date: June 27, 2014 P&P #: 3.26 

Overview: CYFD maintains an expectation that employees conduct themselves in a professional manner that 
preserves the public trust. This expectation extends to the use of state vehicles in the course of official agency 
business. Employees are required to adhere to established policies by the NM State General Services Department, 
Transportation Services Division, and the CYFD Vehicle Use Policies and Procedures. 

Employee Acknowledgement 

I have reviewed and understand the CYFD Vehicle Use Policies and Procedures #3.26 approved on April 10, 
2012, and agree to abide by these policies and procedures. I have been given the opportunity to a*k questions 
about any part of the policy that I do not understand. I furthermore understand that CYFD may delegate to me 
the authority to utilize state vehicle(s) on its behalf, for official business of the State of New Mexico, locally, 
out of town, or out of state, as designated by the CYFD Cabinet Secretary in the policies and procedures. Given 
that authority, I agree to accept responsibility for the proper use of the state vehicle entrusted to me solely for 
legal, authorized and eligible purposes, as defined by applicable federal, state and local laws and regulations in 
addition to CYFD policies and procedures. I understand that violation of these policies and procedures may be 
cause for discipline, up to and including dismissal. 



< v 


I/TalL 


Employee Name Printed 

y/v/l 

Employee Signature 


Date 


SHARE Employee ID No._ 


Date 





Department of Information Technology 
Mobile Device Security and Usage Policy 

, r . * ' 

ACKNOWLEDGMENT 


I,_ _, acknowledge that I have received, reviewed, and understand 

the requirements contained with the Mobile Device Security and Usage Policy issued by the 
Department of Information Technology on May 2, 2014. I have had the opportunity to ask 
questions about any part of the policy I did not understand. I agree to adhere to its terms and 
understand that violation of those terms constitutes cause for discipline, up to and including 
dismissal. 


Printed Name: 



i \rr»; \ 


Signature: 



Date: 




/ rJ\ 

( 1 

Children, Youth and Families Department Human Resources 

. - V; ' • 

Acknowledgment of Receipt and Understanding v 

Instructions: Employee— Complete form and submit to your supervisor. Read the policy. 

Supervisor—Make sure the form is complete and forward to your Division.Adminjstrator. 
Division Administrator—Forward the completed form to ESS for inclusion in personnel file. 


PART I: Basic Information (Please Print) 


Employee Name: 

Bureau: 


Division: 




’ jT 


Employee ID# 


PART II: Acknowledgment of Receipt and Understanding 


I certify that I have received a copy of the following policy. I understand that it is my responsibility to read 
and comply with the contents of this document. I further understand that if I violate this policy, I am subject 
to discipline in accordance with CYFD policies, up to and including dismissal. 

• CYFD, HRA, Part 2.1, General Working Conditions, Code of Conduct. 


PART III: Employee Signature 

Employee Signature 

Date 


PART IV: Comments 


99-HRA-ACKNOWLEDGMENT 


















Acknowledgment of Respect Training 

1, acknowledge that on __ __ _ _ 1 

attended Respect Training at the State of New Mexico, Children, Yoyfh and 
Families Department. I understand that: 

1. I have the responsibility to engage in behaviors that are respectful and 
professional. 

2. I have a responsibility to maintain the workplace free of harassing, 
discriminating, sexually harassing or retaliatory behavior. Therefore, if 1 see 
any such behavior I have an obligation to stop it and report the behavior to 
my chain of command or Employee Support immediately. 

3. I know the Department policy on harassing, discriminating, sexually 
harassing, and retaliatory behavior and how to report prohibited behavior. 

4. It is my obligation to discuss CYFD’s expectations of employee behavior 
and the procedure for reporting violations with my fellow employees. 

5. If I see or am told of or experience harassing, discriminating, sexually 
harassing, and retaliatory behavior, I will document the complaint and report 
the situation according to reporting procedure immediately. 

6. I will cooperate in any investigation of harassing, discriminating, sexually 
harassing, and retaliatory behavior. 

7. I will assure that anyone involved in making a harassing, discriminating, 
sexually harassing, and retaliatory behavior complaint is not subjected to 
retaliation and that I will report any retaliatory behavior to Employee 
Support promptly. 


Printed Name 


Signature 


Date 


Revised 11/01/05 




PERSONNEL ACTION REQUEsO 
EMPLOYEE SUPPORT SERVICES 


r 



For Agency Use Only: SMART 


PAR *(s); 


w- 


n 



Anaivst 
Revised 09.28.2006 


, 7 


7 7 1 

_ - _1 

Employee Name 

National ID (SSN) ID 

Work Schedule 

Jenay C. Vigil / 

—wi —mm ' n i .■ 

M-F 8 TO 5 

Current 

TOC or Manager Group Title 

Current Job 
Class Code 

Current 

Working Title 

Current * 

Pay Band 

Current 

Pay Rate 

Current 

Compa Ratio 

CPS Perm. Plan. Case Wkr. • 

G 10246 • 

CPS Perm. Plan. Case Wkr 

60 , 

14.170 

.7^7 

Current. 

Department Number 



Current 

Location 

Current 

Position Status 

Current 

Sort Code 

5040010000 . 


Ws&iWK 





| New 

TOC or Manager Group Title 

New Job 

Class Code 

New 

Working Title 


New 

Pay Band 

New 

Pay Rate 

New 

Com pa Ratio 

_J 


— 

_ 




New 

Department Number 

Nov 

Perm # 

New 

Org Level 

New 

Location 

New 

Position Status 

New 

Sort Code 








Employee 

_ Hire (Retiree Reemployment? Yes_No_) 

X In-Grade Hire 

_ Promotion 

_ Class Reduction 

_ Transfer: From_To:_ 

_ Resignation 

_ Retirement 

Other (Pleasespecify in "Remarks") 


Position 

Advertise Position/Rei 

_ Create Position 

Delete Position 

_ Transfer Position 

Location Change 

_ Tool Number Chan 

_ Reclassify Position 

_ Other (Please specij 



Remarks: 


Supervisor Name ^.Signature 

Polly Arzola VtsuiAx-^ — 

Telephone Number 
505-753-7191 


Date 

*-2-/3 

Middle Manager Review Name &S 
Paula Dominguez 

gnature 

Telephone Number 
505-753-7191 

Title 

COM 

BiETM " 

W\¥(^ffiS^Wp 


Telephone Number 
505-8277^452 

Title 

HR Coordinator 

^MJ/3 

jgggSSPffiigjylt 


WS25* Dale: 4QtR 




FLSA Status: _ Exempt _ 

Benefits Elig? Yes No 



/ Bargaining Unit Eligible?ff)is. Yes _No (Send copy to Labor 

1 Retiree Re-Employment? 1 J Yes No Relations Rep.) 




| 


Remarks: 

Action 

Reason 



Dati* 

Initials 

Copy to Payroll Benefits? Retro Pay Required: Yes No 


Action 


Reason 


Date: 


Retro Start Date: 
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Ortiz, Trish A. A., CYFD 


From: 

Sent: 

To: 

Subject: 

Attachments: 


Sweeney, Stella, CYFD 
Thursday, August 22, 2013 9:56 AM 
Ortiz, Trish A. A., CYFD 
Appr_Vigil Jenay_lnGrade_8470 

Background Investigation Approved - PSD - CPS Perm Plan Case Worker - PErm#30977 


Hi Trish, 

The In-Grade hire for Jenay Vigil has been approved with an hourly rate of $14.17 for position# 8470; 

The packet is now ready for the PAR and is on the in-box shelf ready for 
pick up. Please let me know the effective date on this hire transaction. 

Thank you, 

SteHa !M. Sweeney, jOf^Qenera&st 

Children Youth and Families Department 

Human Resources 

P.O. Drawer 5160 

Santa Fe, NM 87502 

(505) 476-0532 

(505) 827-8028 - Fax 

stella.sweenev(S>state.nm.us 

ESS HELP DESK: (5051 827-3998 

ESS E-MAIL: ESS.Helpdesk@state.nm.us 

Confidentiality Notice: This e-mail, including all attachments, is for the sole use of the intended recipient(s) and 
may contain confidential and privileged information. Any unauthorized review, use, disclosure or distribution i3 
prohibited unless specifically provided for under the New Mexico Inspection of Public Records Act. If you are not the 
intended recipient, please contact the sender and destroy all copies of this message. 


Report suspected CHILD ABUSE or NEGLECT by calling #SAFE (#7233) from a cell phone or 1-855-333-SAFE 


l 



COMP 01/Jul 13 


o 


New Mexico State Personnel Board 
In Grade Hire 


Section 1: AGENCY INF O RMATIO N {tp be complet ed by Agency Personnel) 


Business Unit Name and Code: CVFD Protective Services (690-50) 

HR contact: Stella Sweeney 

HR tel number: 505 476- HR e-mail address: 

0532 Stella.Sweeney@>state.nm.us 

Requested by 

supervisor/manager: Paula Dominguez 

Tel number: 505-753-7191 

EMPLOYEE: Jenay Vigil 

SSN: 

Employee ID: 

Classification: CPS Perm Plan Case Worker Pay Band 60 

Bargaining Unit Covered Position: 

El Yes □ No 

Position #: 8470 

OL#: 5040010000 

Effective date: 

Hourly salary: $14.17 

Annual salary: $ 29473.60 

Compa-ratio: .767 ' 



SPO Use Only 

Date logged_ 

Date agency notified_ 


Proficien cy Zo ne ___ _ _ 

X Associate Zone (training/learning job): to 81.4% 

□ Independent Zone (fully competent in job): 81.5-115.0% 

□Principal Zone (contribution significantly beyond the norm in job): 115.1% & above 


j Entrance Salary, Subsection A of 1.7.4.12NMAC 

1 A. Upon entrance to a classified position, a newly-appointed employee's salary, subject to budget availability, should 
reflect appropriate placement within the pay band. Any entrance salary in the principal contributor zone must receive 
approval from the director prior to appointment. 

I 

DEFINITIONS, Subsection C of 1.7.4.7NMAC 

C. "Appropriate placement" means those elements to be considered in determining pay upon hire, promotion, transfer or 1 

reduction including the employee’s education, experience, training, certification, licensure, internal pay equity, budgetary • 

1 availability and, when known and applicable, employee performance. 

j 

Compa-ratio means pay expressed as a percentage of the midpoint of a pay band, 
i (To calculate divide hourly salary by the midpoint of the pay band) 


Section 2: RATIONALE FOR THE SALARY PROPOSED (to be completed by Agency Personnel) 


Minimum Qualifications: 

Candidate’s Qualifications: 

Education: Bachelor’s Degree in Social Work, 

Education, Counseling, Psychology, Sociology, 

Criminal Justice, or Family Services from an 
accredited college/university. 

Education: Bachelor’s Degree in Integrated Studies with 
emphasis on Psychology, Northern NM College, May 2013 

Experience; None. 

Experience: Years 0 Months 

Supervision: Years Months 

Management: Years Months 

Licensure: Valid New Mexico Driver’s License 

! 

Licensure: 


Comp 01 In Grade Hire 
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o 


o 


Please describe how the candidate’s education/experience relative to the established Job Related Qualification Standards (at full 
competence/midpoint level, 100% compa-ratio) supports the compa-ratio and proficiency zone being proposed. 

In Grade Hire pay analysis targets pay based upon anticipated pedomance. The goal is to determine the appropriate pay, relative to 
midpoint, based upon the anticipated performance level of the candidate’s education, experience and other selection criteria. _ 

The minimum qualifications for this position are Bachelor’s Degree in Social Work, Education, 
Counseling, Psychology, Sociology, Criminal Justice, or Family Services from an accredited 
college/university and no experience. 

Jenay Vigil obtained her Bachelor’s Degree in Integrated Studies with an emphasis in Psychology 
from NNMC in May 2013. She also obtained her Associates Degree in Social Science in Human 
Services from NNMC in May 2012. Prior employment history was with the Los Alamos National 
Laboratory. In this position she provide various administrative assistance, decisions in all areas of 
delegated authority, ensure timely, responsive, transparent and efficient group office operations. 
Leads or contributes to special projects, interact with various levels of Laboratory staff, documents 
use of all office equipment. Ms Vigil also has experience in data entry, confidentiality of records and 
requests, logging and tracking requests through completion. 

Based on this candidate’s education and experience, it is anticipated that she will perform the duties 
of this job in the Independent Zone. 


Section 3: REQUIRED SIGNATURES (to be signed by the requesting supervisor/ma n ager) 


Supervisor/Manager (Print Name): 

Paula Dominguez, COM /) /i * A 

Date: 

ij/irl/b 


ASD Director: /J / 0 

Renada Peery-G#on (see attached pre-approved MFD) 

Date: 


Section 4: INTERNAL COMPARISON (to be completed by Age ncy Human R esources) 


Internal Comparison: List the employees in the same Classification to whom this employee should be compared. 

Name(s) 

Hourly 

Salary 

TRD 

(if 

applicable) 

Total 

Salary 

Education 


Candidate 

Jenay C. Vigil 



$14,170 

BA in Integrated 
Studies with 
emphasis on 
Psychology 

0 

Employee 

Cayla Sanderson 

$14,170 


$14,170 

BA in Criminal 
Justice 

6 mos. 

Employee 

Vanessa Sandoval 

$15,210 


$15,210 

BA/Education 

2 yrs 


Section 5: REQUIRED DQCUMENTATIONA/ERIFICATION (to be completed by Agency Human Resources) 


Yes 

No 1 

Required Documentation 

X 


Is a copy of the Job Related Qualification Standards/Job Order Form attached? 

X 


Is a copy of the candidate’s application/resume attached? 


Comp 01 In Grade Hire 
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Section 6: HUMAN RESOURCE RECOMMENDATION (to be completed b A gency Human Resources) 


Provide details as to why you recommend approval of this action. If you have an alternate recommendation, please indicate 
below: 

The proposed salary is based on candidate’s education, experience and the PS Salary Matrix. It is 
anticipated that she will become fully competent as a CPS Permanency Planning Case Worker and will 
perform in the associate zone; therefore, a .767 compa-ratio is warranted. 

HR Manager (Print Name): 

Terese Vigil 

^Q^Approval 

O Approval of alternate salary of $ Compa/ratio 

[~~1 Disapproval 

fliil -^-^1 


For State Personnel Office Use ONLY 


Reviewed by: 

Date: 

Approved by: 

Date: 

Notes (as needed) 


Comp 01 In Grade Hire 
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Jenay C. Vigil 


O 



To obtain a position as a CPS Permanency Planning Case Worker that enables me to 
use my education, knowledge, skills and abilities while assisting families in Northern 
New Mexico. 


Experience 

Administrative Assistant 


Los Alamos National Laboratory 2006-Prcscnt 



> Provided administrative assistance to AOT-IC 

^ Responsible for making a variety of decisions in all areas of delegated 
authority 

> Ensure timely, responsive, transparent and efficient group office operations 

> Lead or contribute to special projects assigned to the group office as well as providing 
administrative assistance to management and staff regarding policies and procedures of 
the Laboratory. 

> Interact with various levels of Laboratory staff, such as: division management, group 
leaders, team leaders, staff members, HR generalist and staff, property administrators 

> Document management/tracking, use of all office equipment, answering phones 
incoming and outgoing faxes, photocopying and filing 

> Process domestic and foreign travel 

Office Aid Southwest Document Services Inc. 2005-2006 


> Data Entry 

> Confidentiality of records and requests 

> Filing 

> Logging and tracking requests through completion 

> Customer service 


Skills 


Computer Based Skills: 

♦ Adobe Acrobat 

♦ Microsoft Office 


♦ Quick mastery packages/data bases 

♦ Power Point 


Interpersonal Skills: 

♦ Customer Orientated 

♦ Self-Motivated 


♦ Confidential and Discreet Mannerism 

♦ Court and Legal Office experience 



Education 


2013 Northern New Mexico College Espanola, NM 

Bachelors Degree in Integrated Studies with an emphasis in Psychology (GPA 3.2) 
2012 Northern New Mexico College Espanola, NM 

Associates Degree in Social Sciences in Human Services (GPA 3.2) 

2007 Pojoaqne Valley High School Pojoaque, NM 

Diploma 


References 

Monica Dowdy Los 

Michiella Coriz Los 

Jean Trujillo Los 


Alamos National Laboratory 
Alamos National Laboratory 
Alamos National Laboratory 


505-667-2846 

505-667-6087 

505-665-2683 



Protective Services Division 
Matrix for In-Grade Hires 
Protective Services Classifications 
Effective 11/24/12 (Revised 3/01/13) 


u 

Experience 

THT- 

Education 

0-1 Year 

1-2 Years 

2-4 Years 

4-6 Years 

6-10 Years 

10+ Years 

USW or Ph D in 
Related Field 

60 - $16.83 

65-$18.58 

70 - $20.71 

60-$17.18 

65-$18.97 

70-$21.15 

60-$17.71 

65-$19.56 

70-$21.80 

60-$18.60 

65 - $20.54 

70 - $22.89 

75 - $24.03 

60-$19.48 

65-$21.52 

70 - $23.98 

75-$25.12 

60 - $20.37+ 

65 - $22.40+ 

70 - $24.87+ 

75 - $26.37+ 

LMSW or Licensed 
Masters 

60-$16.47 

65-$18.19 

70 - $20.28 

60-$16.83 

65-$18.58 

70 - $20.71 

60-$17.18 

65-$18.97 

70 - $21.15 

60-$17.71 

65-$19.56 

70-$21.80 

75 - $22.89 

60-$18.60 

65 - $20.54 

70 - $22.89 

75 - $24.03 

60-$19.48+ 

65-$21.52+ 

70 - $23.98+ 

75-$25.12+ 

LBSW 

or MSW (Non- 
Licensed) 

60-$15.94 

65-$17.60 

70-$19.62 

60-$16.47 

65-$18.19 

70 - $20.28 

60-$16.83 

65-$18.58 

70 - $20.71 

60-$17.18 

65-$18.97 

70-$21.15 

75-$21.80 

60-$17.71 

65-$19.56 

70-$21.80 

75 - $22.89 

60-$18.60+ 

65 - $20.54+ 

70 - $22.89+ 

75 - $24.03+ 

Related Degree (Lie. 
or Masters) or 

BSW (Non-Licensed) 

60-$15.06 

65 - $16.63 

70 - $18.53 

60-$15.94 

65-$17.60 

70-$19.62 

60-$16.47 

65-$18.19 

70 - $20.28 

60-$16.83 

65-$18.58 

70 - $20.71 

60-$17.18 

65-$18.97 

70- $21 15 

60 -$17 71+ 

65-$19.56+ 

70-$21.80+ 

Related Degree - 
Bachelor’s Level 

(^60 -$14.17 _ 
TS5 - iifTfis 

) 60-$15.06 

65 - $16.63 

60-$15 94 

65-$17.60 

70-$19 62 

60-$16.47 

65-$18.19 

70 - $20.28 

60-$16.83 

65-$18.58 

70 - $20.71 

60-$1718+ 

65 -$18.97+ 

70 - $21 15+ 


Please note that Protective Services work is always counted as full credit and other relevant experience (social work, guidance and 
counseling, psychology, domestic violence, juvenile probation, mental health, community based services, and teaching/education) will 
be counted as full credit if experience is a minimum requirement for the position. If no experience is required, related experience 
will be counted at half/credit. Experience in community/center child care and foster parenting is counted at half credit for all PS worker 
positions. 





State of New Mexico 



CHILDREN, YOUTH AND FAMILIES DEPARTMENT 


SUSANA MARTINEZ 

GOVERNOR 

JOHN SANCHEZ 
LIEUTENANT GOVERNOR 



YOLANDA BERUMEN-DEINES 

CABINET SECRETARY 

JENNIFER PADGET 
DEPUTY CABINET SECRETARY 


APPLICANT REFERENCE CHECK 
AUTHORIZATION AND RELEASE 


I, ^J&xud f*OssandfeL LLsia L » w *sh to considered for employment with the Children, 
Youth and^Families Department^(CYFD). I hereby authorize CYFD and its agents to inquire 
about and verily all statements contained in my employment application and to obtain 
information concerning my qualifications as a prospective employee. Further, I authorize CYFD 
to contact each of my former employers and the references I have provided. I also authorize each 
of my former employers and references to give CYFD any and all information concerning my 
previous employment and any pertinent information they may have regarding my work 
performance, whether such information is favorable or unfavorable to me. I hereby fully release 
all such persons and entities from all liability with respect to furnishing information to CYFD, 
and waive any claims I may have against them with respect to the release of such information. I 
also authorize CYFD to release such employment information as necessary to those employees 
and agents of CYFD who require such information to review or to make a decision with respect 
to any matter pertaining to my employment. 

I acknowledge that I have read this authorization and release, fully understand it and voluntarily 
agree to its provisions. 


Dated Slj 



EMPLOYEE SERVICES 

P.O. DRAWER 5160 • SANTA FE, N.M. • 87502 
PHONE: (505) 827-7602 • TOLL FREE: (800) 610-7610 • FAX: (505) 827-8028 



Children, Youth and Families Depot 
CERTIFICATE NO: 

DATE ISSUED: 


Q 


Human Resources 


INTERVIEW DOCUMENT FORM 

INSTRUCTIONS: Supervisor or interviewer completes by documenting efforts to contact applicant. 


NAME OF APPLICANT: 
JcnayC. Vigil 


ACTIONS 


COLUMN A 

ATTEMPT TO CONTACT FOR INTERVIEW 


Buy phone 


□ BY MAIL OR TELEGRAM 

□ REGISTERED MAIL 

□ REGULAR MAIL 

□TELEGRAM _ 

COLUMN B 

RESPONSE FROM APPLICANT 

0 BY PHONE 

□ BY PERSON 

□ BY MAIL 

□ BY TELEGRAM 


CLASS TITLE: 

CPS Perm. PlaaWkr B470 


DATE SENT 


SUPERV1SOR/INTLR VIEWER 
Polly Arzoln 


RESULTS AND/OR COMMENTS 


TIME CALLED 

11:34 AM 

TIME CALLED 

DATE CALLED 

7/17/13 

DATE CALLED 

TIME CALLED 

DATE CALLED 








C_VV.T- 


TIME 

11:34 AM 

DATE 

7-17-13 


DATE SENT 

RECEIVED 


COLUMN C 
RESULT OF CONTACT 

□ DECLINED-NO LONGER AVAILABLE 

□ DOES NOT WISH TO WORK FOR THIS AGENCY 

□ NOT AVAILIBLE FOR GEOGRAPHIC LOCATION 

□ DECLINED THIS POSITION ONLY 


COLUMN D 

RESULT OF SCHEDULED INTERVIEW 

□ FAILED TO APPEAR 
0 SELECTED 

□ INTERVIEWED BUT NOT SELECTED 


SIGNATURE:_ 

PERSONNEL OFFICER 

APPLICANTS NOTIFIED OF RESULT OF INTERVIEW: 

□ BY MAIL DATE SENT: 

□ NOT NOTIFIED _ 


SIGNATURE: 


P O-SL-S-'C- 


SUPERVISOR/INTERVIEWER 


ve>* 

DATE 


99-HRA-007 


H PDI'IGILMSIVORD forms\siio IDF doc (FFO PDF) 











NOTICE OF VACANT “'DSITION 



Job Title: 
Requisition #: 
Posting Dates: 
Location: 
Full/Part Time: 
Regular/Temp: 


CPS PERMANENCY PLANNING CASE WORKER - Position #8470 

2013-02556 

6-03-13 to 6-17-13 

Espanola 

Full-Time 


Reg/Perm 


Salary: The salary range for this position is $13.30 min to $23.64 max hourly (pay band 60). 
Offered salary is determined based on education and experience. 


Agency Mission & Description: CYFD believes in the strengths and resiliency of families who 
are our partners and for whom we advocate to enhance their safety and well-being. We 
respectfiilly serve and support children and families and supervise youth in a responsive 
community-based system of care that is client-centered, family-focused, and culturally 
competent. 


Purpose of Position: Incumbent will coordinate assessments and permanency plans for children 
in CYFD custody to promote child safety, permanency and well being. 


Minimum Requirements: Bachelor’s Degree in Social Work, Education, Counseling, 
Psychology, Sociology, Criminal Justice, or Family Services from an accredited 
college/university. If you have indicated in your application that you have an education 
higher than a high school diploma or GED, you must attach a copy of your unofficial 
transcript to the application and they must include a degree award date. Your application 
WILL NOT be considered for further review if you have failed to provide this information. 

Employment Requirements: Must possess and maintain a valid or NM drivers license and 
have own mode of transportation for work-related travel. Pre-employment background 
investigation is required, and some statewide travel is required. This position is covered by a 
collective bargaining agreement and all terms/conditions of that agreement apply and must be 
adhered to. 


Working Environment: Work is performed in an office setting with exposure to Visual/Video 
Display Terminal (VDT) and extensive personal computer and phone usage. Possible exposure 
to irate clientele. Incumbent will work under stress and frequent time constraints. 

Agency Contact: Paula Dominguez, COM, (505) 753-7191 

You must go to the SPO website under Employment/Job Opportunities to apply for this 
position. 






NAME (Last, First, Middle Initial) 


JjP.r\r*L\ 0 


nC 


SOCIAL SECURITY NUMBER I DATE OF BIRTH 


GENDER 


ADDRESS 


CITY 


STATE 


ZIP 


COUNTY 


PHONE NUMBER/TYPE (check preferred) 


EUULA11U1NAL LKVtL 


E-MAIL ADDRESS/TYPE (check preferred) 


MARITAL STATUS 


□ Less than HS Grad 

□ HS Grad or Equivalent 

□ Some College 

□ Technical School 

□ 2 Year College 
H^Bachelor’s Degree 


□ Some Grad School 

□ Master’s Degree 

□ Doctorate (Academic) 

□ Doctorate (Prof) 


Cringle 

□ Married 

□ Separated 

□ Divorced 


□ Head of Household 

□ Common Law 

□ Widowed 

AS OF DATE: 


MILITARY STATUS 

ETHNICITY (please specify) 

Ef^No Military Service 0 Special Disabled Veteran 

□ Active Reserve □ Special Disabled Vietnam Veteran 

□ Inactive Reserve □ Veteran (VA Ineligible 

□ Retired Military □ Veteran of the Vietnam ERA 



EMERGENCY CONTACT INFORMATION 


NAME 


Vigil 


ADDRESS 


PHONE NUMBER(S) 


RELATIONSHIP 


Father 


















o 


o 


ACKNOWLEDGEMENT OF ELSA STATUS 


Employee Name: Jenav Vigil _ 

Job Title: _ CPS Perm Plan Case Worker #8470 _ 

Please read and sign in the appropriate space below. 

In accordance with the Fair Labor Standards Act, the FLSA status for your position has been 
determined by a comprehensive analysis of the specific job description and duties, and not 
determined by the job title. Should you feel your FLSA status has been incorrectly determined, 
you have the right to appeal this decision in writing to the CYFD/Employee Support Division, 
Deputy Director. A current Position Assignment Questionnaire (PAQ) must accompany an appeal, 
and include your signature as well as your supervisor’s signature. 


| | FLSA Exempt Status -1 understand that I am exempt from overtime pay. 

Exempt status does not entitle you to any form of overtime compensation. However, Children, 
Youth, and Families Department has determined that employees who are exempt from the Fair 
Labor Standards Act shall receive compensatory time on a straight time basis for all authorized 
overtime work in excess of 80 hours during a pay period. 

Signature _ Date _ 



FLSA Non-Exempt Status -1 understand that I am non-exempt, covered for overtime pay. 


Non-exempt status entitles you to overtime compensation at a rate of not less than one and one- 
half times your regular rate of pay, for each authorized hour worked in a workweek in excess of 40 
hours. 


Signature 





For more information regarding compensation for overtime, please refer to the State Personnel 
Board Rule, NMAC 1.7.4.15 and Children, Youth, and Families Department Policies and 
Procedures, Part 4.4. 
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CHILDREN. YOUTH & FAMILIES DEPARTMENT 
PROTECTIVE SERVICES 

DOCUMENTATION OF SELECTED CONDITIONS OF EMPLOYMENT 
FOR CLIENT SERVICE AGENT 
AND NON-LICENSED PROTECTIVE SERVICES POSITIONS 

This form is intended to document specific conditions of employment that are 
requirements of certain jobs. These specific conditions are in addition to those 
conditions set forth in the job related qualification standards and position assignment 
questionnaire of the particular job and those conditions of employment which are 
universal for all state employees in general and employees of the Children, Youth and 
Families Department in particular. This form is not intended, therefore, to document all 
conditions of employment. 

REQUIREMENT TO USE A PERSONAL VEHICLE 

I understand that the Children, Youth & Families Department has insufficient state 
vehicles to meet its needs. Therefore, as a condition of employment, I will be required 
to furnish a personal vehicle for carrying out my assignments which may include 
transporting clients including children. I further understand that my personal vehicle 
and my operation of it must be in compliance with all applicable State of New Mexico 
statutes and regulations. 

SIGNATURE 

I am obligated to abide by the conditions listed above as long as I am employed in this 
position or laterally transfer or promote to position within Protective Services. I 
understand that the conditions of employment I have accepted are a requirement of this 
position. I further understand that failure to carry out the obligations set forth in the 
conditions of employment may be cause for disciplinary action, including dismissal. 









Children, Youth and Families Department 


Human Resources 


Acknowledgment of Receipt and Understanding 

Instructions: Employee— Complete form and submit to your supervisor. Read the policy. 

Supervisor—Make sure the form is complete and forward to your Division Administrator. 
Division Administrator—Forward the completed form to ESS for inclusion in personnel file. 


PART I: Basic Information (Please Print) 


Employee Name: 

Bureau: 


Division: 


_n&naij _ 






Employee ID# 


PART II: Acknowledgment of Receipt and Understanding 


Ail CYFD policies and procedures are located on the CYFD Intranet for my reference and are accessible to 
me. I certify that I have received a copy of the following policies. I understand that it is my responsibility to 
read and comply with the contents of this document. I further understand that if I violate any CYFD policy, I 
am subject to discipline in accordance with CYFD policies, up to and including dismissal. 

• CYFD, HRA, Part 2.1, General Working Conditions, Code of Conduct, dated October 5, 2011 

• CYFD, HRA, Part 7.6, Employment Practices, Respect in the Workplace 

• CYFD, HRA, Part 10, Internet Access and E-Mail Usage 

• CYFD, HRA, Part 12, Domestic Violence and the Workplace 

• •--— .. r--i a 

• 1.12.10 NMAC Internet, Intranet, tmail, and Digital Network Usage 

• CYFD Emergency Evacuation Plan for:_ 



99-HRA-ACKNOWLEDGMENT (Revised 10/26/2011) 
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ACKNOWLEDGMENT OF CONDITIONS OF APPOINTMENT 


Employee Name: ~^jp"r\n, y ' -- 

Job Title: P P r\Y~\A nnw t ^ 1 \fx_v\v~\ \ Tk^oc V p 


5/a/e Personnel Board Rule 1.7.2 NMAC requires that all employees at the time of appointment, 
acknowledge their understanding of the terms and conditions oftheir appointment. Listed below 
are the type ofappointments that can be made for new employees into state government. Please 
place an X next to the appropriate type of appointment and have the new employee read and sign 
in the appropriate spaces. 

/ 

3 PROBATIONARY APPOINTMENT -1 understand that I have been hired into a career position and 
that) must serve a one year probationary period. I also understand that during this one year probationary 
period I can be demoted, suspended or dismissed effective immediately with written notice and without right 
of appeal to the State Personnel Board. 


Signature., 




im 


A, 


K -c 


Date 1C /P/. 



CAREER APPOINTMENT - 1 understand that I have been hired Into a career position and that I 
have already served a one year probationary period. I also realize that a career appointment is 
recognized as permanent 


Signature 


Date 



TEMPORARY APPOINTMENT - I understand that the appointment I have accepted Is temporary in 
nature. I further understand that though the agency will, whenever possible, give me two weeks notice 
prior to my release. I may be released at any time that my services are no longer required effective 
immediately without right of appeal to the State Personnel Board. 


Signature 


Date 


TERM APPOINTMENT - I understand that the appointment I have accepted is a term appointment 
funded for a specific period of time. I further understand that my appointment will be expired if the funding 
for the position is not continued. A term appointment may be expired with at least 14 days written notice, 
and release due to termination of funding and is not appealable to the State Personnel Board. 




o 



Code of Conduct 
January 31,2012 
Page 3 

CODE OF CONDUCT 
Adopted April 25,2011 

AQ ffl P W MnreMENT 

tg^HEpaap-toiEBi 

I, ~Trrv»n Q\^\ _, acknowledge that I have received, reviewed, and 

understand th^ requirements contained within the Code of Conduct approved by Governor Susans 
Martinez on April 25,2011. I agree to adhere to its terms and understand that violation of those terms 
constitutes cause for dismissal, demotion, or suspension. 


Printed name: ~ \eyy 


Signature: 


' ' U 




Date: 





0-—3 


2000 Carrillos Road, Santa Fe, New Mexico, 87505 (505) 470-7759 




